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ALMA Copy Cataloging

1. Find and export a record from OCLC Connexion client-
a. Optionally use the Search Resources function to import a record from WorldCat.

EXLI’DRS Alma % » Acquisitions Resources Fulfillment Admin  Analytics
Al ~ || Cataloging priport .:.
Open Metadata Editor Import
Search Resources Upload Single Record From File
Welcome, Allen, Rebecca  Wedn (+)
Browse Bibliographic Headings Monitor and View Imports
- | Browse Shelf Listing Resolve Import Issues F
Please be advised that all default standard sandbox envir Authority Control Task List Manage Import Profiles ‘
Ex Libris recommends that your institution rolls over the fi Remirders ng with and testing acquisitions workflows. For (3
institutions who are entitled to premium sandbox, already Publishing n Ex Libris' defaults, this message can be ignored. ‘

E)(I_|'[)|"‘|5 Alma » Acquisitions Resources  Fulfillment Admin  Analytics

MD Editor
Templates ] e ~ Edit Tools = | 3 Exit
Records Search Cataloging Profile British Library .
= oo cone Find m
o8 MARC21 Biblographic v THE WorldCat e
@ % MARC21 Holdings AND v Creater Contains Phrase v

AND v Subjects Contains Phrase v

AND v ISBN Contains Phrase v

AND v ISSN Contains Phrase v

o AND v System Number Contains Phrase v
AND ~ Year of Publication Equals
Cancel Clear Search

2. If you use Connexion to export the record, it will appear in the Network Zone (NZ) with
no attached holdings.

3. Open the record in the Metadata (MD) Editor, either by clicking Edit Record from the
results list or clicking the blue Edit button in the Record View.

Physical titles ¥ Keywords ~ ballet X ﬂ-vn Advanced v

Facets « Physical Titles (1-20 of 428) ballet Save Query @
Material Type e # Institution o Network 2t Community
Book (423)
Music (5) Sortby : Rank ~ Secondary Sort by : Rank ~ Expand ~ G
Resource Type v
Book - Physical (423) 1 & Ballet / George Platt Lynes. EditRecord  Holdings
Notated music - Phy... (5) Book By Lynes, George Platt, (Pasadena, Calif. : Twelvetrees Language: English MMS ID:
Language o Press, 1985.) ISBN: 0942642171 : and others 992331136505844
Subject: New York City Ballet. Ballet Saciety (New York, N.Y.) Record number: 2473590-

English (427) American Ballet Company. and others Olcarli nerwnrk‘ ¥
German (2) Modification Date: - _
Italian (1) Creation Date: 06/03/2020 09:49:07 CDT
+ More (2) Edition: 1st ed

¥ @ Physical (1) Other details
Publication Year v
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Physical titles ¥ Keywords ~ ﬂvn Advan

< Record View Back
Ballet / George Platt Lynes. [ V.
MMS ID 992331136505844 Suppress from publishing No Export to WorldCat Publish Bibliographic records
Brief level 10 Record Format marc21 Suppress from external search No
Originating system ILS Originating system ID 2473599-01carli_network Originating system version

MARC BIBFRAME

(Y

LDR 01584cam a2200457la 4500
001 991015225429705816
005 20200410035539.0

008 85100851985 caua b 000 0 eng d

4. Once you’ve verified that the bib record is correct, click on the floppy disk icon (or use
ctrl+s keyboard shortcut) to save the record in the NZ.
a. Alma is currently configured to automatically export bib record data to WorldCat.
There’s no need to manually export.

ExLl’Dr\ls Alma % ¥ Acquisitions Resources Fulfillment Admin  Analytics

Physical titles ¥ Keywords ~ ft~ n Advanced v

<MD Editor \ -

Templates > File- Edit~ Tools = ] Y By 3 B 2 Exit
Records hd
& Dublin Core Working on - Ballet / George Plat (991015225426705816)| Created by import (056/28/2020 17:00:55 CDT)
=& MARC21 Bibliographic | LDR [D1584cam#a22004671a#4500) ‘
< Balet / Goorge. . (99101 a0t 991015225429705816

5. Add a holdings record by clicking on the dog-eared piece of paper icon (or use
ctrl+alt+s keyboard shortcut)
a. This will open a holdings record in split view. To return to a full screen view,
click into a field in the holdings, use the Edit drop down menu, and uncheck the
Split Editor option. You can also do this using F6 as a keyboard shortcut.
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E foDr\|s Alma % » Acquisitions Resources Fulfillment Admin  Analytics
Physical titles ¥ Keywords ~ L n Advanced v
<MD Editor =
Templates > Filev Editv  Tools v [~ B B B | Gl Exit

Records v © Add Field F8 You have 2 error(s) on your record - 10:43:44 AM
5816), Created by
Bibliogri % R Field CHrl+F6
& Dublin Core (Bibliogr; X Remove Fie 4 Working on - Ballet / George Plat (2297624580005844)
=% MARC21 Bibliographic | LOF Add Subfield F9
A Ballet/ George... (991 00/ © AdLocal A | LDR HHHBAXHHA2DHHIHH10HAE00
Fe— 008 1011252uMH#HBH###4001uueng0000000

& Cymbeline : liv... (991C s —re 852# # S$%a $Sb $Sc $Sh SSi

& impact : short ... (9911

¢
¥ Leonardo da Vinci. (9¢| * z;;
& Talking to stra... (9910 B Generss =
& The Wizard of O... (99 031 @ Split Editor F8
& The wonderful W... (9€ oat  Full Screen F7 )ColLC)81973325
©% MARC21 Holdings
% Ballet / George... (229' G%yj (OpsaFomnEator s
8 70 iiizard of 5. 358 Current ca Close Form Editor Esc [00] Default Lev: v
' Cut Ctrl+X
Rules > e Copy Ctr+C =

6. Make necessary changes to the LDR, 008, 852, and any additional fields that need to be
added. You can manually type in the entries, or use the ctrl+f shortcut to open a form you
can fill out for each of the fields. You will first need to add our institution code (SPI) to
$3b in 852 before you can add additional subfields. You will be using subfields C
(shelving location), H (Call number), I (Cutter number, i.e. the first four letters in the
creator’s last name), K (only used for special designations such as Oversize), and T (copy
number) most often for general Dewey cataloging.

E XLI’D[‘!S Alma % » Acquisitons Resources Fulfilment Admin  Analytics "2 § 62 8 0 o
< MD Editor Back
File~ Edit~ Tools ~ =1 wn B B B I Exit

You have 2 error(s) on your record - 10:47:23 AM. - Draft auto-saved at 10:47:23 AM

Working on - Ballet / George Plat (2297624580005844)

LDR BEERRTIRHA2 28R 1 NR4500

008 1011252us###8###4001uueng0000000

852 Location( a ) Sublocation or collection( b ) v
Shelving location( ¢ ) v Former shelving location( d )
Address( e ) Coded location qualifier{ f )
Non-coded location qualifier( g ) Classification part( h )
Item part( i) Shelving control number( j )
Call number prefix( k ) Shelving form of title( | )
Call number suffix( m ) Country code( n )
Piece designation( p ) Piece physical condition( q )
Coovriaht article-fee codel s | Coov numbert( t)

a. Itis possible to create a template that will automatically populate those fields that
are used most often. Training on this is forthcoming.
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b. You can use the Edit drop down menu to add additional fields or subfields (such
as 853 and 863 fields) to a holdings record. Keyboard shortcuts F8 (Add Field)
and F9 (Add Subfield) can also be used.

7. Add an item record by clicking on the book icon (or use alt+l keyboard shortcut)

N :
ExLibns Alma % » Acquisitions Resources Fulfillment Admin  Analytics
Physical titles ¥ Keywords ~ L “ Advancec
< MD Editor Back
File~ Edit~ Tools ~ %] R B E B | I Exit
You have 2 error(s) on your record - 10:47:23 AM. - Draft auto-saved at 10:47:23 AM
Working on - Ballet / George Plat (2297624580005844,
fi h

Undefined character # - Undefined S Undefined character # - Undefined v Character coding scheme(9) a - UCS/Unicode v

positions(7) positions(8)

Indicator count(10) Subfield code count(11) Base address of data (12-16) s#=s2

J fi h il
Encoding level(17) 1 - Holdings level 1 Item information in record(18) n - No item informatior v S s # - Undefined v

Length of the length-of-field

Length of the starting-
character-position portion

position(19)
Length of the
implementation-defined

rtion(2
portion(20) (21) portion (22)
Undefined(23) 0

008 1011252uss#assend 001uueng0000000

852 $Sa $Sb $Sc $Sh SSi

8. Input the barcode, copy number, replacement cost, and any other pertinent information

(enumeration, chronology, etc.) into the Physical Item Editor.
a. Note: The call number only needs to be re-entered in the Location Information in
the Physical Item Editor if it differs from the call number entered in the holdings

record. Generally we won’t need to add anything here.

Alma

< Physical Item Editor

% |» Acquisions Resources  Fulfilment  Admin  Analytics

Physical titles * [ CRt T

Relink to another bibliographic record cancel

Ballet / George Platt Lynes. Lynes, George Platt, 1907-1955. Twelvetrees Press, Pasadena, Calif. : 1985. [9780942642179] o -
,/L/ /) Holdings llinois State Library: Stacks; 792.8 LYNE 1
: Holdings ID 2256698050005844 View all holdings
Barcode 3129003445756 Item ID 2356698040005844 View all ftems
Process type MMS ID 992331136505844 Browse shelf listing
Status ltem in place
[N
General ENUM/CHRON Notes History
General Information v
Barcode  31129003445756 CopylD 1
Material type  Book Item policy ~ Book circ
Provenance - Is magnetic  No
PO Line Issue date -

Recelving date

04/22/2002

Enumeration A -

Expected receiving date -

EnumerationB -

Chronology| - ChronologyJ -
Description -
Pages - Pieces 1

Replacement cost -

Physical condition -

Process type
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b. Note that, as of now, using a scanner to input the barcode will save and close the
Physical Item Editor automatically. As a result, it’s recommended that you scan
the barcode last.

9. Save and exit the item record to return to the holdings.

10. Once you’re finished working with the record, you can then release the record. The item
will be hidden from Primo and Alma while you’re working on it to prevent multiple
people from editing the record simultaneously. You can release the record by using the
File drop down and selecting Release Record (Alt+Shift+R on the keyboard) or clicking
on the folders along the left side of the page and releasing the records held there.

a. Alma should prompt you to save a record and release it when you try to exit the
MD Editor.

€ 5 G (Y i ishareislaimaadibrisgroup.com/infra/action/pageAction login.choose unitxml.do?pageViewMode=Edit8umIFilsName=login.choose unitxml 8

B Apps A Abe-SOSIntenet [5] L Operations -Ca.. (™ ALMA Login

ExLibﬁs JNiiER & > Acquisions Resowces  Fuffilment  Admin  Analytics
Keywords ~ ﬂ'n Advanced v
<MD Editor Bact

Templates

Fb
oy

Records

L
gr bR o

@

nge 1o [00] Default Lev v

11. Once the record is released, it will appear in Primo.
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